
 

 

Supplier process 

*All screenshots provided are examples only 

Overview 

This Guide demonstrates how you can create and send your invoices in Ariba. 

 
 

Instructions 

Step 1: 

Log into Ariba and go to the Workbench tab.  
 

 
 
 

Step 2: 

Click on Orders to invoice. 
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Step 3: 

Select a different date range if the purchase order was created more than 31 days ago. 
 

 
 
 

Step 4: 

Select the Purchase Order you would like to invoice. 
 

 
 

Step 5: 

Click the Create Invoice dropdown button and then select Standard Invoice. 
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Step 6: 

Enter the invoice number, the invoice date and your ABN in the Supplier tax ID field. 
 

 
 

Step 7: 

Leave the Shipping toggled to whichever of Header or Line level shipping it is already on. 
 

 
 

Step 8: 

Scroll down to the Line Items, adjust the Unit Price to the GST exclusive amount then click Update. 
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Step 9: 

To add the GST to the invoice: 

Tick the box beside the line item you are adding GST to 

Tick the Tax Category box above it 

Change the dropdown field to 10% GST / Goods and Services Tax 

Click the Add to Included Lines button 

Press Save 

Press Next.  

 
 

Step 10: 

On the next screen, review your invoice then press Submit. 
 

 
 

Step 11: 

You should receive confirmation that the invoice has been submitted. 
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Need further assistance? 

For SAP Ariba enquiries please contact the Ariba Support team on Ariba_Support@tmr.qld.gov.au  

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 


